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1. Attached for informat.on and for approp:iate action .e the
Final Report of the CYA Cg cer Doy b

compi: toee whieh has been ap-
proyed vy vhe Director ol Central Intelligence.

2. Regulat.oug, procedures and assignments Jurther luplenting
e "D L
the Program will ve lncorporated in the CTA Manual or sued as CLA
& P
Notices, as weguived, im order thal it way be phased .nto full operabion.

FOR THE DIRECUTOR OF CEMIRAL INYHLLLGINCE S
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11 June 1952

Director of Central Intelligence
Chairman, Carcer Service Committec

Final Report of the Caresr Service Commi.ttee

PROBLEM, To devise a Carcer Service Program that identifies,
develops, effcetively uses and rewards individuals who
have the skills required by CIA; motivates them towsrds
rendering maximum service to the Agencys and eliminates
from the service, in an equitable manner, those who in
spite of the Program fail to perform as effective members
of the organization,

ASSUMPTIONS. It is assumed that:

8o Required skills can be identificd through appropriate
evaluation and selection devices;

b, Potential skills can be developed and maintained through
appropriate supervision, training and duty rotation,

o The skills of CTA versonnel can be utilized most effectively
through planned assignment of individuals to posgitions of
Progressively greater responsibllity as their skills are
developed to meet CIA requirements for those positions,

ds  The expericnce of bersonal growth togcther with a personal
identification with the objeetives and operations of the
Agency will stimulate maximum service among CIA personnel,

€0 Aspirations of CIA personnel to a carecr with the Agency
will depond on the extent to which their contributions

are rccognized by the Agency and on maintenancc by the
Agency of the best possible climate for work,

w ] =
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DISCUSSION, Tabs A through H present a Career Scrvice Program
which has been tailored to thé needs of CIA by experienced
members of the Agency., This Program is based upon tech=
niques which have proven to be effective in private industry
and other Government establishmentse f

RECOMMENDATION. It is recommended that you aﬂprove this report

and authorize the Deputy Director (Administration) to

implement the CIA Career Service Programs

- 25X1A

— |
Chairman, @
Career Service Committee

13 June 1952
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SUMMARY OF THE CIA CARWFR SERVICW PROGRAM_‘

1. The CIA Career Service Program ig controlled by = CIA Coreer
Service Board which consists of the Députy Director (Administration),
the Deputy Director (Flans), the Neputy Director (Intelligence), the
Assistant Director (Personnel), the Dircetor of Training and, on a
rotating basis, two tssist-nt Directorss The two rotnting members of
the Board will cach serve for six months, there being at all times one
from the overt office group and one from the covert office grouvve Their

“tours of duty arc shbaggersd so that there is continuity. Ths CTA Carcer
Cervice BRoard mests once a month., If any member is unablc to be present
he may be represented by his Deputy. TFour menbers constitute a quorum.
The Chairman of the Board will be one of the Deputy Dircctors, cach of
whom will serve successively for a term of four monthse The Career
Tevelopment Staff of the Personnel Office serves as Secretariat of the
Board and the Chief, Carser Dovelopment Staff, acte as thoe Board's
Fxecutive Sceretarys {(See Tab B). '

2. The CTA Carcer Service Board is responsible for advice to the
DCI on making CIA a hetter place in which to worke It develops policy
governing the Carcer Service Program and advises concerning all policy
matters affecting Agency personnels This is a conbinuous procass in
order that the Program may be immadiately responsive to the needs of the
Agency and 1ln order that the Agency?s personnel policy may remain
sufficilently flexible 1o meet all contingeneies. The Board serves to
guide the Agency in its development of longwrsnge plans for the hest
utilization of the Ageoncy's humsan resourcose It is concerned primarily
with policy, not with day-to-day decisions or details. (Ses Tab B),

3, The {(0ffice) Carcer Scrvice Boarde are located in each of the
major Offices and units of GIA and are responsible to their respective
Assistant Directors or Office heads for the operation of the Career
Cervice Program in accordance with policy estnblished by the CIA Career
Service Board, They are alego responsible for collaboration with other
{(0ffice) Boards on inter~0ffice Carcer Servics problems. It is at this
level and through the functioning of these (0ffice) Boards that the
rotation, training, advancement snd assignment plan recommended for the
individual by his supervisor is reviewed for the approval of the Assistant
Dirzctor or Offigce head. These Boards are concerned primorily with the
implementation of policy and with the review of detailsd recommendabions
concerned with the carcers of individuals. (See Tab B).

-3
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his supervisor and the evaludtion is reviewed by a rev
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tnnuallys or as often as requxrnd, each porson is evaluated by
lewing official,

This evaluation togethcr with a proposed development progrﬂm forms the

basis for a detailed discussion betweon the supervisor.
being.evaluated, The proposed development pregram is r
(Offloe) Carcer Service Roard and when approved by the

or 0Office ¢ad becomes the plan for the individualts ca
year or two, (See Tab C). -
S Special cmphasis is vlaced on the 1dent1ficat4

development of individuals who demonstrate potential fo
-pos*tlons requiring executive ability. Individual tals
organizing and directing the work of others is one of t

ssets provided it is carcfully developed and guided e
tho accomplishment of some speclfic aspect of the #Agend
potential 1s of interest to the Agency as a whole since

to technical profieiency in any one field and, therefore

use in any particular area of activity. (8ee Tab D),

6. 811 new junior personnal recruited and selectd
fessional positions (eeg., all new personnel up to and
to fill elots designated as professional positions) wil
the Professional Selection Panel (in a manner similar ¢
by the Board of Fxsminers of the Foreign Service) with
all suitability to work in CIA on a career basise FXce
procedure may be made in each case by the appropriate I
{See. Tab P)

7. ﬁll new D“f’OHFW1 recrulted and selected to f£i
pOOLt“OnS including all new "lateral-entry" personnel,
will enter the CI8 Intelligence School at the first seg
after their FODs ®xception to this procedure may be ma
by the appropriate Deputy Director, (See Tab ®).

i)

. 8+ One of the most effective methods of
developing their latent talents and preparing
potential. for more respeonsible positions i
one or more positions thet can provide broadening expen
skills can often be developed through experience in a v
of rvsponsiblllty (Cee Tab W),

training

- h..

praaniai o

Security Information

those per
i5. by means of rotation through

‘and the person
eviewed by :the
Assistant Diractor
rezgr for thr nﬁxt

Ony tralnlng and
r assignmefnt to

nt for-planning,

he Ageney!s prize
ffectively toward.
yls mission. -Such
it is seldom tied
s not limited to

d to fill pro-

dncluding 0S=11.
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9, The favorable work climate that is one of the goals of the
Career Service Program would be enikanced by certain benefits not now
avoilable to CTA personnel. Many of these can bhe achieved only through
legislation. The CIA Career Scrvige Board will give continuous attention
to this problem. (8ece Tab ).

10, Much of the work that is accemplished in CTA must, for s=curity
reasons, be done anonymously. An importent incentive that is common to
most human endeavors, the acclaim and npprobation of one's fellow man, is
therafore not generally available to CTA. The establichment of an in-
ternal OTA Honor #wards Program will in part fulfill this nood.

(See Tab ).

-5 -
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Organization, Relaﬁionships and‘Functions of the CAREER SERVICE BOARDS

Is Organization and Functions of the GIA.CAREER SERVICE BOAED

»Aq Tﬁe GIATCaroer Sérviée Eoérd:ﬁill_bé-composéd of the following personss

Deputy Dircetor (Plans)

Depuby Director (Inteclligence)

Depuby Director (Administration)

Assistent Director (Porconn@l)

Director. of Training -

Two Assistant Directors, cach to serve
for terms of six months? durat.n.on.
(See Schedule A)

Exccublvo Secrvtary w Nonuvoting

Four members of the Board m.ll constl‘cute a quorums If a member cannot

© be present, he may be represenbted by his Deputye The Board will hold
scheduled monthly meetings, and agenda and minubes of mcutJngp will be
distributed to all persons on Schedule Ag ' :

Be It will be the rcspondibility of the CIA Carcer Scrvice Board to:

e
2e
xhu

5,

6o

Develop policy E'oﬁroz*hlng* the Carcer § u<rvice' Progfrm for approval
by the DCI and serve as his adviscr on all mattwrs concerning

the Programo

Supervise and review the i‘xmctloning of (Off1 ce) Career Service

\‘BO&FdSa

36

.LStabllsh and maintaln an Exccutive 'Envcnbow to be composcd of

‘those persons which the Board shall from time to time determineg

’Maku‘rLcommondatﬂonu for £illing key positions in the Agency

with personnel from the Executive Inventory,

Review evaluation of personnel contained in the Exccutive Inventory
and review rotation programs for their further development,

Approve the allocation -of Rotation Toan Slots to (office) Carecer
Service Boardse (See Schedule B)o :

6

Security Information Tab B
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7+ Supervise swpporting groups or Boards for handling specialized
functions on an Agency~wide basis, such as, Hazardous Duty Board,
S Honor Awards Board, Professional Selection Panel, ete,y drawing
on Agency personnel as necessarye ,

8o Prepare and sobmit annua]lv to the DCI a summary of the operation )
of the CIA Career Serv1ce P;l:‘og_grarm1 ] !

IT. Organizatlon and Functlons of the SECRETARIAT of the CIA CAREER SERVICE
BOARB ’ . i
Ao The Career Developmcnt Stafi of the Personnel 0ffice serves as
the Secretariat of the CIA -Career Service Board and the Chief,
Carcer Development Staff serves as the Executlve Socretary of the :
BQ ar dc l » i

‘1?5c‘ It will be the rcspon51b111ty‘of the Secrctarlat of the CIA
Carecer Scervice Board to: . 1 4

le  Recommend to the CIA Career Service Board %ays éndgmeahs'df
improv1ng the CIA Career Service Program, 1 o : '

2e  Perform all secrctariat and administrative. functionu for the
CIA Carcer Scrvice Board, These include, 7ut arc not limited :
tos . _ e !
8¢ Méintaining master files concerned wit& Career Service
matbers on a current basis for the CIA Carcer Service
Board, 1nclud1ng agenda and racords of wectingsq B

be Transmittlng to the CIA Career Servlce Board recommendas
tions and periodic reports of the (0ffice) Carcur Service
Boards for corisideration, . \

, ¢s Initiating and supervising such studies as are needed to

AR " improve the Career Scrvice Program, 3

'de Assisting (Office) Career Service Boardﬁ in offuctlng
‘rotation appointments. : : : 1

ee Submitting unresolved ipter-Office Board problems to the

CIA Career Servige Board for decision, i §

amSRN— i
Security Information - Tab B
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£, Coordinsting with the 0ffice of Training training
, arrangements and needs respecting the CTA Carecr
Service Programe

. ge Acting in support of Boards established by the CIA
. -Career Service Beard for handling specialized
functions on an Agency=wide basis,

IITe Organization and Functions of the'(OFFICE) CAREFR SERVICE BOARDS

A (office) Caréer Service Boards will be composed of the following
persons:

Assistant Director (or Office head) ex officio

Three or more Staff or Idvislon Chiefs, or
comparable high=lovel officlals

Secretariat = Non=voting. (In most cases, the
Secrebariat will be composed of Administrative
Personnel Officers of the 0ffice concerned and
will perform staff suppord for the Boardo)

Ba (office} Career Servlice Boards will be established in the followe
ing wits of CIA¢

office of Special Operations Office of Seientific Intelligence
office of Policy Coordination Office of National gstimates
Qffice of Communications Office of Training
office of Operations Technical Services Staff
Office of Research and Reports  Personncl Office
Office of Collecetion and Medical Office
Dissemination General Services 0ffice
Office of Current Intele Inspection and Security Qffice
ligence Procurement and Supply Office

Comptrollerts Office

An Administration Carecr Service Board will be established which
will be concerned with those individuals who do not come under’
the jurisdiction of any one of the above Career Service Boards,

Ceo it will be the responsibility of an (0ffice) Carecr Service Board
tos :

1. Serve as advisor to the Assistant Director (or Office head) on
all matbers pertaining to the Career Service Programe.

w 8 -

SR
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2, Direct within the 0ffice the application and functioning of the
Career Service Program, including but not limited tos

a, Brecubting relevant decisions of the CIA Cafeér Service Board
and making recommendations to the CIA Career Service Board
for improvement of the Career Service Programy,

be Sponsoring, dévelopiﬂg and executing the Career Service Program
of the of fice concerned, including an intra=0ffice rotation.
system, and reporting periodic¢ally to the CIA Career Service
Boards : o R o ‘

ce¢ Reviewing Personnel Evaluation Reports and prcposéd development
plans for individuals in terms of training, agsignment,
advancement, rotation and promotion. S

de Recommending cancellation or continuance of career development
actions, ' - '

Go Participating in the development and execﬁtion of approved
extra=0ffice rotation systemse

o Submitting a semi-annuél Personnel Evaluation Report to the' ‘
Sponsoring Office on each rotation appointee from another Office.

go  Ensuring that the robation appointees detailed by their Office
to another Office are not overlooked for warranted promotion
and ensuring-that-rotation appointees received by their Office
are productive and their assignments commensurate with. the
purpose of the appointmentse , oo ‘

~h, Reviewing continuously conditions of service land duty with a
view to making recommendations to the CIA Career Service Board
concerning working conditions and benefits that can strengthen
morale and increase Mesprit de corpshe

1. Reviewing continuously the personnel intake of the Office,
especially at the junior professional level, with a view to
ensuring the acquisition of highly=qualifiecd, versatile persons
with long-range potentialitye o ;

3, Supervise supporting groups or Boards as approprlate for handling
specialized functions, assigning to them Office personnel as
necessarye S '

-9~

aReREh
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1, The Persomnel Evaluation Report (See Form Noo 37«151, attached) is
preparad annually or as often as required, Ib deals withs

ae The job heing donee
b, The personts performance on the Jobe
¢, The person's potential for assuming greater rosponsibilitiesg
dar The program recommended for the person’s development ¢

2¢ ffective use of the Personnel mvaluation Report is dependent primarily

© on the extent to which supervisors are objcctive in reporting useful

information on the form, The Office of Training and the Personncl
office are currently preparing the program nccessary to place this

system in operations

3, The Personnel Office will be primarily rcsponsible for administration
. of the personnel evaluation programe

Attachment - 1

« 10 =

W
Security Informa%ion Tab C
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PERSONNEL EVALUATION REPORT

(See Instructions on Reverse Side)

The personnel Evaluation Report is an important part of the Career Service Pro—ﬂ
gram. |t seeks to assure for every person a carefully planned career, with advance -
ment based on demonstrated ability. For the individual, it means an opportunity to
voice his interests and to discuss his job and his progress with his supervisor. To
the supervisor, it gives assistance in carrying out a major responsibility, the de-
velopment of the people he supervises. For the Agency as @ whole, it means successful
teamwork based on mutual understanding and respect.

L

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL

R
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SECURITY (NFORMATION

20. COMMENTS (Continued):

INSTRUCT 1 ONS
1. Instruction to the Administrative or Personnel Officer
Consult current Administrative Instructions regarding the initiation and transmittal of ‘this report.
2. Instruction to the person evaluated

Since this evaluation will become an important part of your record, you will want to give to it as much care
and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With
respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out-
side of the Agency, which you consider pertinent to your career development.

3. Instruction to the Supervisor and the Reviewing Official

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca-
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by—job and day-by-day basis and use this information in carrying out your supervisory responsibilities.
Although evaluation is a continuous process, it is necessary periodically to record your observations and
recommendat ions for appropriate action. In preparing the report you should consider the individual's capa-
bilities for further development in his present assignment and his potentialities for more effective
utilization in other positions, including work of a more responsible and difficult nature.

b. The following traits are generally regarded as having some bearing on a person's performance and develop-
ment, Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATION RESOURCEFULNESS
DEPENDABILITY STABILITY UNDER PRESSURE
ACCURACY ABILITY TO OBTAIN RESULTS
SECURITY CONSCIQUSNESS JUDGMENT

INITIATIVE LEADERSHIP

c. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed. The following basic principles of evaluation
should be kept in mind:

{1) Base your judgment on

b Typical performance as well as critical incidents.

‘a what you have observed the individual do or fail to do.
c) Examples relevant to the duties under consideration.

+
(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated dufln% the report period. Avoid exaggera-
tions. They detract from the value of the report and are unfair to others.

(3) BIASED OPIN)ONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. IT SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN IMPORTANT RESPONSIBIL(TY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

4, A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING THIS REPORT 1S NECESSARY IN ORDER TO ASSIST iN THE
DEVELOPMENT AND BEST USE OF EVERY INDIVIDUAL'S CAPABILITIES.

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL

oo
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PERSONNEL EVALUATION REPORT

Items 1 through 6 will be completed by Administrative or Personnel Officer

1. NAME (Last) (First} (Middle) 2. GRADE 3. POSITION TITLE
4. OFFICE STAFF OR DIVISION BRANCH 1 bEPT'L. | IF FIELD, SPECIFY STATION
C— riewo
5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To T nitian - [ Adnuat [ 1 special
[T ]Reassignment [[] Reassignment of Supervisor

Items 7 through 10 will be completed by the person evaluated

7. LIST YOUR MAJOR DUTIES N APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

8» LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

Name of Course Location Length of Course Date Completed

9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS}.

10.

DATE SIGNATURE

Items 11 through 18 will be completed by Supervisor

11. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE.

FORM NO, (Over)

Approved For Release 2001/03/01 : CIA-RDP59-00882R000300010016-8
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12. IN WHAT RESPECT 15 THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING?

13. ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT?

14. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

15. ARE THERE OTHER DUTIES WHICH BETTER SUIT THIS PERSON'S QUAL[FICATIONS? (Recommend appropriate reassignment, if
possible.)

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR TH!S PERSON?

17. IF PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE 15 ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE,

18. THIS PERSONNEL EVALUAT!ON REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADD!TIONAL COMMENTS INCLUDING
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20,

DATE SIGNATURE OF SUPERVISOR

19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in item 20.)

DATE SIGNATURE OF REVIEWING OFFICIAL

20. COMMENTS: ((f necessary, may be continued on reverse side of cover sheat. |

L o SeeweT o
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THY EXWCUTIVE INVENTORY

1. The purpose of a Career Service Program is to develon pecople
to the fullest extent to meet present and anticipated job needs of the
Ageneys An M"exccutive inventory" is mercly a means of matching preasent
and potentlal executive-type assets against pregent and anticinated needs
for executive ability in order to plan intelligently to meet these ncoeds.

2. As an aid to personnel planning for the development and use
of executive skills throughout the Lgeney, the CIA Career Service Eoard
will malntain an inventory of all persormel who evidence execubive
abllity or potential according to criteria which the Poard shall de-
toermine from time to tims in relation to fgency needs. The Board will
review Personnel Rvaluation Reports on all personnel included din the
inventory and will recommend inter-Office rotation assignments for such
persons when appropriate in the interest of thelr further devolopment.
The Board wlso will use its inventory of exscutive abilitics to recome
mend inter-0ffice transfers of persons to 411 key Agency positions.

3. In addition (0ffice) Carcer Service Roards are encouraged to

maintain inventoriss of any ckills and abilitics which they find helpful
for use in their internal personncl planning.

w 11 -

Swm——"
Security Information Tab D
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Tﬂ“ ”FIF“Tlﬁﬁ AND TRATNING
OF

TRATNERS FOR PROFRSSIONAL POSITIONS

1.

PR

t YT A ot e
onns 2 assigned to covwrt Offices, it i= r@ummnhndac hats

R e o

With HWﬁrd to trainess for overt activitiss, including overt
poTE

ne A1l new persormel recrnited to £ill orof fogeionel posibions
" in the fgency bo anuirnd to o>y through a tf“iniﬂg program

in order to give them an ﬁdrquntr i3} "iv intalligencs back-
ziuﬂln who have ha vl

sronnd. Txcoptiong may be made for
orevious high=leve l inte1lligence @

b, The nresent Profes seional T =ining Program in the CLA In?clligence
School be reorientated and ;xp_ndnd a5 speedily 2s possible into
a PTQfCHSlOﬂﬂl a:1leetion and Trﬂiﬁfng Program to give 2ll now
personnel for profossional positions a broad vft intomsive
ints1ligence training. So@cinli7ed treining, inclunding lenzuage
aven snd operational trrining, bo ﬂ”ﬂul : in obhor parbs of
the training program,

3

¢i. The curriculum of the CIt Intclligence Qclionl, ineluding recom-
b‘ R : 1 1 k -~ A ' ':". 3 ‘P' "y ey 1 ‘3 3
mended reading, be rovleed to cover subjocts P; ?th}i%l?r
intercst to Offices »~nd be coordinated with TRS to roduce
duplication in the curriculs.

d, A selection board to be known ag the Profeesionsl S01 _
Panel be estahlished under the dirsction of th: CIA Cnreer
Qeyrvice Boerd, Tt would coneist of five voling wombors 2nd
three advisory members 28 followes

(1) Two representatives from the overt Officeas,
(2) Two repraoscntatives from the covert Offices.
(3) Ome pepresenbetive from a Dpnutv-ﬂirectOFYS 0fficoe, the

/P Dﬁ/ﬁ and ﬁ? T, to b ely represented on a
rotat“ng hasiz.

(L) Three advisory reore sentatives, one esch from the Pursonnel
Afier, the Inspection and Security Office and the 0ffice
of Training.

- 12 -
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The Panel will review selection stsndards, inelidine medical
standards, for =nd the gu-liTicntisns of all condidetes up to
and including the gradc “Q~11 for overt ond s ﬂi-ﬂuv rt DO S
slonal positions in the overt, covert and cnooort Nffices and
will finally aoprove on bch,lf of the *gemcy the seleetion ofe
all personnel for professional positions in thw%r grades and
categories, In cass of on adverse finding a hﬂ“Lmst 2n 2pglicent
by the Pﬁn“l, the ~pproprinte Assistant Dirrcctop or Hffice

head may appeal to his Deputy D‘T&Ctﬂr whoaos de d]olOn will be
final, Txc Panel will 2lso, whon requestsd by an Agsietnomt
Director, azrrange for the testing of 2 cendidate in the G8-12 -
15 crtegory, review hi qualifications and mode lreeamsendntions
to the requesting Office. . ]

ey, Perconnel requiremants of OfF ices for w'ﬂf"“Sl'mhl pogitions be
submitted to the Personnel Office which will inform the Pro-
fessional Selcction Pancl 2nd the Office of Trzihing of ths
estimatcd intake so thot they may plan nccorc J“Ul A1l roecruit-
ment will be undsri-ken against authorized ﬂlotcigw consumer
"Offices excopt that ¢ umnll nunber of slots willibe got ~aide
for the tcmborary‘ﬂcgommodﬁtion of draftmuligiblf candidates who
are brought into CIA fer indoctrinstion bkefore eutering the
Armed Scrvices. ‘ 1 1

{

fo The program to estsblish consultentecontacts in coilepos and
univereitics (Project Roview Gormittor Project TRN/ADP-92-52 of
22 October 1971) to recruit wndergraduate and graduate students
be vigorously implemented »nd ultimately aqundedr

o

g« No subsidy be ziven to university studonts prior to their OTA
employment, Wo spocific substontive suidanes he kiven by the
consultant-contacts to undergraduate students. In certain cases,
consultant-contacts may suegsrst thst selected "P“éuﬁt” gtudents
specialize in practical subjects or foreign aspe ctﬁ of their
fields which might be useful if they should enter the intelligence
Tield.

he Qonsultant=gontacts be briefed regarding the rolation betwsen
regruiting for overt use in both overt =nd ﬂnxwrb M,chiu and
recrulting for deep-cover activitics.

i. Spscial security meagurcs be tsken to prevent subversive infiltra-
tion dinto the fgency through ths traines system anfl thot 148

- 13 ~ ' 1
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Office be given adequate backing in money and nersenncl to carry
out these measurcs. Consnltant-contacts be briefed thoroughly
regarding the danger of subversive infiltration into the Agency
through the trainee sysbems

je . Aporoaches by CTA representatives to universities or companies
in the United Statecs for the recruitment or training of overt
personnel including overt personnel for the covert 0ffices, be
conrdinated with- the Contact Division, 0ffice of Operutions.

ke WNo organized publicity be given the trainec recrulting progrom
and that publicity of any kind repgarding any aspects of the

e

Profeessional Selection and Training Program be discouragede

1. 111 cendidates for professional positione in grades up to =nd
including 08-11 be given o onze-day bettery of tests before final
commitments for employment arc made, this besting to be given
after the applicant nas been recommendod by recruiters and altor
BHE snd other forms have bzen roviewed by the Personnel Office.

m. The testing in 1. above be carried out in leadlng colleges and
universities by competent consultants (or by » field unit) and
in Washington by a hoendquarters unite

n, The sequence of events in co

corrying out the Professional Sclection
and Training Program should be

as follows:

(1) Statement by 0ffices and other comnonents of their needs for
new personna) to fill professionsl] positions in the 08=5
through Gf=11 categorias,

(2) Tocating, contacting and scroening of cendidates in univer-

.. - sities, industries and the Armed Services by the Personnel
Office through consultznt-contacts or by other recruitment
techniques.

(3) Pre-security check by T&S0.
(L) Testing of candidates at selected locations in the field and

in headquarters.

(5) Sereening and shopping of condidete files to Offices by thoo
: Personnel Office. .
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(6) Clearance by the Medical Office (to be carried out brtw*en
steps 5 and 10). |
(7) Assessmonts - (To be carried out, at the ontlon of the
' obligating 0ffice, between steps 5 and 10 )
(8) Obligation of slots by Offices, ‘i
(9) qpcurity investlgation initisted by I&SO.;
(10) Security Clearance. o

(11) TInterview, review and d031e10n by Profess %onal Sclection i
Panel. .

(lé) Uotlflc :tion to candidate by Prr*onnel Officru

(13) moD o \ |

(1L) Tntrance into CIA Tatelligence Schools

(15) Review of Tralnlng rocord b] Profegs 1onai Sélnction Pﬂnel.
(18) ssumption of duty status in Office obllgatlng slot.

2¢ With regard to trainecs for deep-coverisctivities 1t:ls recommcnd@d
. 2
thats -

2, Recruiting and training of deepw~covur gandidates ﬁé donducted by
the covert Offices separstely from the Professionsl Selection
and Training Program. ?

be A focal point be established to coordinate deep-co?er recruiting
‘between the covert Offices, ! ’

¢s A focal point be established in the Personnel Off1¢ﬁ to coordinate
overt and semi-covert asnd deepecover recruiting in'the field in
order to avoid confusion and minimizé seeurity risk.

de After initial eelection of deep-cove chandldqtas, no further overt
or obvious CIA contact be made with them, i

e Covert training be coordinated with the Professional Selection
and Training Program in order to make maximum prqoticqblﬁ use of
training, curriculum and staff.

“ 15 = o |
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ROTATION

1., The objectives of rotabion for the Agency are as follows:

20

aq

ba

Ca

The

da

be

Go

de

A more effective and more economical utilization of the Lgency!s
nanpower, S

A method of improving the selection and broadening the ecxpericnce
of individuals to serve in key positionse

The cultivation of an esprit de corps based primarily on the
reward=for-merit principle.

objectives of rotatibn for.the individual are as follows:
Assisting him to do his present job more gffectively by:
(1) Incrcasing his knowledge in his ficld,

(2) Providing him with now skillsy techniques and methods of
performancee .

(3) TImproving nis ability to plan his work and to direct and
supervise others in ite

(4) Increasing his understanding of the necessary relationships
of his jobh to those of collateral and higher echclons of the
Agencys

Preparing him to undertake jobs of increasingly greater responsi-
bility commensurate with his growth pobential by

(1) Proadening his understanding of the objectives of the Agency
’ and its missione

(2) Intensifying the development of his blanningg managerial and
' supervisory skills.

Providing him more opportunity to find the field in which he docs
beste o :

Removing him from a "ruth,
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3+ In order to provide a terminology that will promotcia common undere
standlng of rotdtlon problcms, Lhe follow1ng dcflnl iong have been
c.dOp'b ad: : Lo .

t8o.. Rotation: . The proecess of systematic d051gndt10n and redesignoe
T ¥Ton of an individual to various kinds of duty and training for
the purpose of 1mplov1ng hlS capa01ty to serve thu Agcncyb

be Tvansf¢r~ Thc praecess of renoving an 1nd1v1dua1 from thn rolls
of onc Office and his concurrent addition to the| rolls of another
0ffice, ~ This process is independent of the process of rotation
though it may be a consequence thereof, l !

Cq Exchangé° The process of rotatln? an 1na1vwdud1 hy'01“01ng him
Temporarily under the operntlonul contrel of . anoﬁhcr Office in
return for another individual’ ulmllarlj'attuch(dq

d: Loan: Thc process of rotating an 1nd¢V1dua1 by‘nl cing him
Temporarily under the operational comtrol of another Office
- without rceiprocity, or of attaching him temoordrlly to an
acﬁiv:_ty not a part of CIA,. 1

o .8 onsorlqg Offices  The administrative unit of CTA on whose rolls
Individuals with rotation assigiments are carried and under whose
administrative control 1nd1v1dudls remain irrcspcctlve of where
attached. ‘ ) o .

fo Receiving Office: The administrative unit to which individuals
being rotated are attached and under whose operational control
individuals remain untll they are rcturned to the Sponcoring
Office. : l

Lo Principles=which are: concernéd in the process of rbtatﬁon are as follows:

as Personnel Covercds In general, any individual who has been'in the

’ employ of the Agency ‘for a period of two years is Ll1glble for
rotation, Rotation of parsons who have been on duty for lcss than
two years would be the exception rather than the rvlg,

be Positions Covereds Any position within the control of the Agency
To which the assignment of personnel will serve the objectives of
rotation is regerded as covered by these principless These include
executive, operational, intclligence, tcchn1cal, adm1n|strau1ve and

-17 - |
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- training positions, either in the fiecld or at headquarters, within
~ the Agency or with other public or private agencics or institutions,

Job Groups Covercds The classes of individuals covered are inclum
sive rather than exclusive, The professional or technical
activity of a given class of individuals may, by its nature,

limit the jobetype groups to which members of such a cless will.

" rotate,

o
' aceeplance of a rotation acsignment is compulsory for persons who

‘,Normél‘DurétiOn of Towr of Duﬁy: Each individual rdtatiéh period
- may vary oub will not be Iess thop six months, and will probably

average between cighteen and twenty=four months, Thus, a rotation
asslgnment at the National Wer College will run some ten months .- -

“while a rotation assignment to a position .overscas fmay well run
twenty=four to thirty months, -

Degfee of Compﬁlsion-to Rotabe 'As a”matter4of principle,

intend to make a carecr of CIA employment. Any individval or

‘Bpohsoring Office, or Receiving Office, may, however, show causc

why a rotation asbignment shall or shall not be carried out, The
reviewing authority (the CIA Career Service Board) shall in such

- ecases make resommendations to-‘the appropriate Deputy Director whose

£,
- "PEhain on the rolls of the Sponsoring Office and under its admine
istrative control for promotion and transfer purposes. The Sponsore
-ing office will pay the individual from home office funds at his

o

hy

“deecision shall be final,

Administrative Control: Individuals with rotation asgipnmments will

“hone of fice grade,

Oporational Controls The individual being rotated will be under
the operational control of th: Receiving Office for the duration

of his tour of dufy with that 0ffice, during which period Personnel,
Evaluation Reports will be prepared by the Recelving Office and
forwarded to the Sponsoring Officc, ~ '

Effect of Grade IﬁiTérenﬁialﬁbetWGGn Jobs concerned.in Rotations
Assignments given to individuals buing rotated shall be gencrally

~eommensuratc with their abilities, kecping in mind the purpose of
- making the specific assigmicnt, Rotation Loan Slots (See Schedule

B, attached) will be allocated to Offices to maintain flexibility
in effeceting rotation where oxchange of approximately equivalent
personnel is not practical,

qlSﬁn
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,ChaE%es'iﬁ Grade: Promotions and other changes in gyaéé shall
‘remain under the control of the Sponsoring Office, The eligi-

bility of the individual for promotion shall not be prejudiced

" or overlooked by reason of his status as an individual being

rotated,

‘nuratidﬁ of'Rotational Pattern: It is premature at thié'time to

oxm ¢ a policy covering the duration in years during which
period the individual is subject to rotation policies, or to

.. attempt to prescribe an arbitrary age limit after which rotatidh

. policies will not be appliede

ke ‘
. between an individual and his (0ffice) Career Service Board which

I

;.' me "
. policles prescribed by the CIA Career service Board inter-0ffice

Séttlement'of_bisgutes: 'Divergonce of views'beﬁﬂeen‘officés or

cannot be satisfactorily resolved between the partics shall be
referred in the first instance to the Secretariat which will
review the case and forward its re¢commendation to. the concerned

(0ffice) Career Service Board(s)s, .In the event the recommendation

of the Secretariat is not accepted, the case shall be referred to

- thé‘CIA‘Career Service Board for disposition,

0.1 : ¥ Career Service Board within
the framework of policles preseribed by the CIA CTreer’Service Board,

Policy Governing Rotation between Offices: Within the framework of

" rotation will be based largely on a series of bilateral agreements

- pertinent facts,

There are two baSid'typeslof”fqtatiqn as‘follows;' n

Approved

- between Qffices which will seb forth in each case the person being

rotated, the expceted duration of his assigmment and any other

Rotation by Exchange i

'(1) The Exchange procedurc authorizes Office Boands to negotiate

the "swapping" of two persons when it has begn: judged that
~“rotation is the best method of broadening their experience,
. Mhis procedure will be uscd when the. two positions in question
are of corresponding responsibility., Respective grades of the
- positions or incumbents need not be exactly the same,

oY
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- Security Information
Individuals being rotated will be under the operational
control and superv1sjon of the Recelving Offnce Board¢

Thc Ru0ﬂ1V1ng Off¢00 Board w1ll oub11ne to the LﬂleldUdl
the rosponslbllztleu of tho new p051t:on¢ L

Rotdtlon bv Loan R

(l)

(2)

)

- Receiving Offlce Board°

The Loan >r00bdurc authorlzcs an Office Board to recommend
the temporary ssignment of an individual to another Office
without receiving anyone. in rcturn or to recommend his

‘assignment to outside activitics for the purpose of broaden=

ing hl knowlod&e of his field,

RotatJon s]ots, allotted by quota outlined in Sch<dule B,
attached, will be available to Office Boards, These slots
will be allotted by the CIA Career Service Board and will

-~ be . "opcn" positions to dccommodate any grade,

?~(§>

The R(G@JVlng offlce Board w1ll oubllnc to the appo;ntﬁ
the responsibilitics of his new assignment, The appointee

'is "on- loan" to the Receiving Office and will thercfore not
‘tle up an authorized T/0 position, He will be assigned to

a logical-unit in the Recéiving Officets orgdnlzatlonal
structure, , ‘

AppOLntuus will be undcr thg operational control of the

Specific questions raised by the DCI in his memorandum of 7 March 1952
and recommendations in response thercto are as follows:

8¢

Do you recommend limiting overseas duty to any partlcular number
of years?

It is recommended that the Agency not limit total overscas duty
to any partlcular nunber of years but that, in accordance with
their necds and in consilderation of the hualth and hazard condi=
tions provai]mng at various foreign posts, the several Offices
concerned, in conjunction with'the Mediecal Office, arrive at and
recommend a uniform policy,

- 20 =
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Do you recommend brlnglng ‘all foreign persomnel. home, say, one
year in each four or- at any other intervals?

It is recommendud that as a policy and in conformity with
existing and proposed federal laws all staff personnel serving

= overseas be brought home at least once every two years for -
" "home leave, Determination of the relative longths of tours of

Qs

‘“=$dlvision within an Off1069

de

duty in the United States and overseas will have to be adjusted

constantly in consideration of the proportion of total staff

personnel serving in the Un;ted States and abroad.;

,Do you recommend moving officers as a matter of policy from Office
. %o 0ffice.within the Agency or do you mean from division to

The rotation system rccommended provides for 1ntra~0ff10e, 1nter~

- Office and extrasCIA rotation of the individual to duty or traine
~ings At the Agency level, the CIA Career Servide Board is
- enipowercd to levy rzqulremcnts on the Office Boards for individuals
“to preparc them to fill key'Agency poultlonu,

At what rank does the rotatlon by the Career SGTV1CG Board gtop?

- The rotation system rccommended by this Wbrklng Group covers all

positions and all ranks w1thout restrlctlon.

r
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1. In order to induce able p01°0ﬂ" to make their carecrs in CIA,
: pgency should provide pnc1Flc and tengible benefits to theme The
S€curﬂtV'ﬂsneotq of CIA's mission which forces on many CIA personnel a
role of anonymity, repugnant under normal circumstances to nroF05flonal
people, and the physical snd mental stresses resulting thersfrom are
such that a compensatd ng factor is desirable,

2, Most of the tanglblo beneflts tnat might be provided to CIA
personnel will require legislation. Conbinuous attention must be given
to this problem since the opportunjtv to collaborate with some other
dﬁpwrtmonf of government that is spousoring desired 1ng1flat10n may
provide an indirect means of dtJaLning the objective.

3s Benefitc that may be installed without additionﬂl legislation,

8s Additional pay for vorious types of hﬁzardous dutya
(Separated from the Carser Service Program at your re qu<st
but being carried forward through obhﬂr channels.)

be A meritorious award system providing for rcocognition of
- distinguiched service to the Agency. (See Tab H),

c» A CIA overseas poot cla salfloﬂtjon system providing
benefits responsive to unhealthful conditionss

It is recommended that:

(1) Tho Agency continue to follow the Department of State
system.

(2) The Director of Personncl continue the exercise of his
powers as in the paste

(3) The Director of Personnel, with the advice snd assist-
ance of the operating Offices concerned and the Medical
O0ffice, establish on Agency policy regarding the length
of BSPIQHWFWt in unhealthful posts, giving regard to
the probsble deteriorastion of health. This determina-
tion to be made without reference to salary differential
or possible accelarated retirement credit,

+ 22 -
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de Better group health insurance, (At present beihg actively
worked on,) __ v l

b Benefits that will require additional lagislation,-i
2y Additional benefits for personnel disabled whllm in the
employment of CIA. (

be Pay, within=grade raisés, and grade promotions ﬁor parsonnel
who are detained involuntarily by foreign goverrnments, known
as "Wigsing Perﬁona Act" for vouchcred *unrla emqloyru

Ch Application of the principles of the United States ﬁmployers'
Compensation Act to dependsnts of employees engapged in
hazardous duties who cre themselves exposed to thard,

ds Death gratulty of six months! base pay to dependknts of
+CIA employees whose desth occurs in line of dutyiwhile
serving overseas . v _ : ‘.

ge A more libersl retirement systcm. . 1

T+ An appropriate and adequate lcave system for all overscas
.employees, . . \ .

It is recommended that the CIA Carecr Service Board give its con-
tinuous attention to benefits a, through f. aboves |

- 23 -
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THE HONOR AWARDS PROGRAM

1, An honor award for intelligence service should be distinguished
from an incentive award for meritorious suggestion or for outstanding
efficiency and economy in administration as well as from longevity
recognition for long and faithful service, An iucentive awards propram
is well estgblished in CIA; and a system for recognition of longevity is
now belng considercd, Awards for intelligence service do not exist, It
is therefore recommended that:

ay CIA establish a medal for presentation by the Dircctor of Central
Intelligence to any individual associabed with CIA, or to any
other person; who makes a notable contribnbtion to United States
intelligence activities,

be The design of the medal incorporate those Ffeatures of the Agency
seal adaptable for use in the medal and that the medal be
suspended from a distinctive ribbon employing the colors of the
Agency seal, ‘ '

Cc¢ Units which have contributed outstanding performance be
recognized by a personal award to each member of the unib
rather than a group award,

d> There be cstablished an Honor Awards Board, under the juris-
dicticn of the CIA Carecr Service Board, which will be
responsible for reviewing rccommendations concerning any
honor awards in CIA, and for forwarding these recommendations
to the DCI for his approval,

€, The CIA Careecr Service Board gilve further attention to the
problem of creating an Honor Awards Programe

SRR
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Schedule A

Membership
on the

CIA CARELR SERVICE BOARD

l, The following persons are permanent members of the CTA CAREER
SERVICE BOARD:

Deputy Dircctor/Plans or Depubty

Deputy Director/Intelligence or Deputy
Deputy Dircctor/administration or eputy
Assistant Director (Personncl)

Dircetor of Training

‘20 The folloWing persons are rotating members of the CTA CARELR
SERVICE BOARD;

Assistant Director for Special Operations

Assistant Director for Policy Ccordination
Asslstant Director for Communications ,
Assistant Dircector for Current Tntelligence
Assistant Director for Collection and Dissewminotion
Assistant IHrector for (perations

Assistant Director for Scientifiec Intelligence
Assistant Dircctor for Rescarch and Reports
Assistant Director for Noetional Lstimates

Agsistant Director for Intelligenee Coordination

Security Information
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Schedule B

ROTATION LOAN SLOTS

1s Rotntion Loan Slots, "open! with respect to grade and over and
above the normal T/0 of the Offices, are allotted to the Officee as
Indicated below, Only personnel on "loan" rotation assignment will be
carried sgrinst these glots. These slots will only be used to offect
rotation assignments when "exchange" rotation is not practical,

2o The allotment of Rotation Loan Slotc ig as follows:
Hgiﬁ ' Total
Office of the Nircetor of Central Intelligence 1 1

Office of the Daputy Director of Central Intelligenoe
Office of Training

i'_"
i

Office of the Deputy Director (Plans)
Office of Special Operations
Office of Policy Coordination
Office of Communications
Technical Services Staffl

= A0 UL

Office of the Deputy Director (Int:lligence)
Office of Nationzl Rutimates
Office of Scientific Intelligence
Office of Research and Reports
Office of Current Intelligence
Office of Collection and Dissemination
Office of Operations

[ASJEAS I VEN ang) UE I WE RS S

18

Office of the Deputy Director (Administration)
Persounel 0Office
Ganeral Scrvices Office
Comptrollerts Office

o

Inspection end Security Office 5
Held in regserve by the CTA Carccr Scrvice Board 10

TOTAL 50
- 26 -
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